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Discover how to fully utilize the latest version of Microsoft Office with the focused
approach found in Shelly Cashman Series MICROSOFT OFFICE 365 & OFFICE
2016: INTERMEDIATE. This new edition is part of the acclaimed Shelly
Cashman Series that has effectively introduced computer skills to millions of
students like you. Shelly Cashman Series MICROSOFT OFFICE 365 & OFFICE
2016: INTERMEDIATE continues the Series' strong history of innovation with an
enhanced learning approach designed to address your needs, no matter what
your learning style. A trademark step-by-step, screen-by-screen approach helps
expand your understanding of Microsoft Office 2016 through experimentation,
critical thought, and personalization. This new edition delivers some of today's
most effective educational materials specifically designed to capture your
attention, improve retention, and prepare you for success in working with
Microsoft Office 2016.
Your text simplified as the essential facts to prepare you for your exams. Over
2,000 higly probable test items.
The folder may include clippings, announcements, small exhibition catalogs, and
other ephemeral items.
The quick way to learn Microsoft Word, Excel, PowerPoint, and OneNote for
iPad! This is learning made easy. Get productive fast with every Office for iPad
app--plus OneNote, too! Jump in wherever you need answers--brisk lessons and
colorful screen shots show you exactly what to do, step by step. Quickly create
Word documents by tapping, typing, or dictating Organize and design
professional documents of all kinds Visually analyze information in tables, charts,
and PivotTables Deliver highly effective presentations in PowerPoint straight from
your iPad Save and send PDFs, with or without Office 365 Use OneNote to
capture and share everything from text to iPad photos Now in full color! Easy
lessons for essential tasks Big full-color visuals Skill-building practice files
Download your Step by Step practice files at: http://aka.ms/iPadOfficeSBS/files
Engage both computer rookies and hot shots in mastering Microsoft Office 2013
applications quickly and efficiently with the acclaimed Illustrated Series' newest
book: ENHANCED MICROSOFT OFFICE 2013: ILLUSTRATED
INTRODUCTORY, FIRST COURSE. Praised by instructors for its concise,
focused approach and user-friendly format, the Illustrated Series incorporates a
hallmark two-page layout that allows readers to see an entire task in one view.
Skills are accessible and easy-to-follow with new Learning Outcomes that outline
the skills covered in each lesson and larger full-color screen images that reflect
exactly what readers should see on their own computers. Each unit begins with a
brief overview of the principles of the lesson and introduces a case study for
further application. The Enhanced Edition includes a new Student Success Guide
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that not only helps students prepare for success in their class, but also guides
them through the use of OneNote to facilitate that. The Enhanced Edition also
features new and updated appendixes that offer a variety of opportunities to
explore cloud computing and other developing applications in more depth.
Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
Part of the New Perspectives series, this text offers a case-based, problemsolving approach and innovative technology for meaningful learning of Microsoft
Excel 2002.
Readers learn to maximize the use of mobile devices, make the most of online
tools for collaboration and communications, and fully utilize today’s Internet
capabilities with the latest edition of DISCOVERING COMPUTERS
ESSENTIALS ENHANCED. Learners see how technology skills assist in gaining
employment and advancing careers. This edition highlights the most recent
developments with new emphasis on Web Development, creating a strong web
presence, and the latest Windows 10 information. The authors emphasize
actionable content with a proven learning structure and practice to reinforce key
skills. Self-assessments open each chapter, enabling readers to target study and
learn more in less time. DISCOVERING COMPUTERS ESSENTIALS
ENHANCED presents the content needed to succeed in a way that ensures
understanding. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
A practical guide to the maintenance and repair of laptop computers, including
three hundred repair cases and thirteen diagnostic flowcharts.
Introduce your students to the latest that Microsoft Office has to offer with the
new generation of Shelly Cashman Series books! For the past three decades, the
Shelly Cashman Series has effectively introduced computer skills to millions of
students. With Microsoft Office 2013, we're continuing our history of innovation by
enhancing our proven pedagogy to reflect the learning styles of today's students.
In this text you'll find features that are specifically designed to engage students,
improve retention, and prepare them for future success. Our trademark step-bystep, screen-by-screen approach now encourages students to expand their
understanding of Microsoft Office 2013 software through experimentation, critical
thought, and personalization. With these enhancements and more, the Shelly
Cashman Series continues to deliver the most effective educational materials for
you and your students.
Provides timesaving tips, tricks, shortcuts, solutions, and troubleshooting
guidelines for Microsoft Excel, Outlook, Word, PowerPoint, and other
applications, and explores new features and capabilities of Office 2013.
Discover how to utilize the most advanced features within the latest version of
Microsoft Office with Shelly Cashman Series MICROSOFT OFFICE 365 &
OFFICE 2016: ADVANCED. This new edition is part of the acclaimed Shelly
Cashman Series that has effectively introduced computer skills to millions. Shelly
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Cashman Series MICROSOFT OFFICE 365 & OFFICE 2016: ADVANCED
continues the Series’ strong history of innovation with an enhanced learning
approach designed to address the varied learning styles of today’s readers. A
trademark step-by-step, screen-by-screen approach helps readers expand their
understanding of higher-level Microsoft Office 2016 skills through
experimentation, critical thought, and personalization. This new edition promises
to capture and hold readers’ attention, improve retention, and prepare readers
for success in working with the most advanced aspects of Microsoft Office 2016.
Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
With proven pedagogy that emphasizes critical-thinking, problem-solving, and indepth coverage, New Perspectives helps students develop the Microsoft Office
2013 skills they need to be successful in college and beyond. Updated with all
new case-based tutorials, New Perspectives Microsoft Excel 2013 continues to
engage students in applying skills to real-world situations, making concepts
relevant. A new Troubleshoot case problem enhances critical thinking, and a new
tutorial on Managing Your Files helps students navigate Windows 8. As always,
New Perspectives improves learning outcomes and transference of skills by
helping students understand why what they're learning is important. Important
Notice: Media content referenced within the product description or the product
text may not be available in the ebook version.
Combining computer concepts material from the best-selling Discovering
Computers and step-by-step instruction on Office applications from Microsoft
Office 2013, ENHANCED DISCOVERING COMPUTERS & MICROSOFT
OFFICE 2013: A COMBINED FUNDAMENTAL APPROACH delivers the best of
Shelly Cashman Series in one book for your Introduction to Computers course.
For the past three decades, the Shelly Cashman Series has effectively
introduced computer skills to millions of students. We're continuing our history of
innovation by enhancing our proven pedagogy to engage you in more critical
thought, personalization, and experimentation with Office 2013 software. In
addition, computer concepts content has been fully updated and revised to reflect
the evolving needs of Introductory Computing students, and focus solely on what
you really need to know to be a successful digital citizen in college and beyond.
Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
With proven pedagogy that emphasizes critical-thinking, problem-solving, and indepth coverage, New Perspectives helps you develop the Microsoft Office 2013
skills you need to be successful in college and beyond. Updated with all new
case-based tutorials, New Perspectives Microsoft Office 2013 engages you in
applying skills to real-world situations, making concepts relevant. A new
Troubleshoot type of case problem enhances critical thinking. As always, New
Perspectives improves learning outcomes and transference of skills by helping
you understand the importance of what you're learning. Important Notice: Media
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content referenced within the product description or the product text may not be
available in the ebook version.
Experience learning made easy—and quickly teach yourself how to format,
publish, and share your content using Word 2013. With Step by Step, you set the
pace—building and practicing the skills you need, just when you them! Includes
downloadable practice files and a companion eBook. Work with Word on your PC
or touch-enabled device Master the core tools for designing and editing
documents Manage page layout, style, and navigation Use tables and charts to
organize information Insert pictures, graphics, and video Use collaboration and
review features
Combining computer concepts material from the best-selling Discovering
Computers and step-by-step instruction on Office applications from Microsoft
Office 2013, DISCOVERING COMPUTERS & MICROSOFT OFFICE 2013: A
FUNDAMENTAL COMBINED APPROACH delivers the best of Shelly Cashman
Series in one book for your Introduction to Computers course. For the past three
decades, the Shelly Cashman Series has effectively introduced computer skills to
millions of students. We're continuing our history of innovation by enhancing our
proven pedagogy to engage students in more critical thought, personalization,
and experimentation with Office 2013 software. In addition, computer concepts
content has been fully updated and revised to reflect the evolving needs of
Introductory Computing students, and focus solely on what they really need to
know to be successful digital citizens in college and beyond. With these
enhancements and more, the Shelly Cashman Series continues to deliver the
most effective educational materials for you and your students. Important Notice:
Media content referenced within the product description or the product text may
not be available in the ebook version.
Present the computer concepts and Microsoft Office 2013 skills perfect for your
Introduction to Computing course with the latest ENHANCED COMPUTER
CONCEPTS AND MICROSOFT OFFICE 2013 ILLUSTRATED. This all-in-one
book makes the computer concepts and skills your students need to know easily
accessible. Key application skills are clearly demonstrated using the user-friendly
two-page spread found in the popular Microsoft Office 2013 Illustrated
Introductory, First Course. Today’s most up-to-date technology developments
and concepts are clarified using the distinctive step-by-step approach from the
Computer Concepts Illustrated Brief book. This edition highlights updated Office
365 content with Integrated Applications Projects and a Student Success Guide.
Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
Introduce your students to the latest that Microsoft Office has to offer with the
new generation of Shelly Cashman Series books! For the past three decades, the
Shelly Cashman Series has effectively introduced computer skills to millions of
students. With Microsoft Excel 2013, we're continuing our history of innovation by
enhancing our proven pedagogy to reflect the learning styles of today's students.
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In this text you'll find features that are specifically designed to engage students,
improve retention, and prepare them for future success. Our trademark step-bystep, screen-by-screen approach now encourages students to expand their
understanding of Microsoft Excel 2013 through experimentation, critical thought,
and personalization. With these enhancements and more, the Shelly Cashman
Series continues to deliver the most effective educational materials for you and
your students. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
Class-tested and coherent, this textbook teaches classical and web information
retrieval, including web search and the related areas of text classification and text
clustering from basic concepts. It gives an up-to-date treatment of all aspects of the
design and implementation of systems for gathering, indexing, and searching
documents; methods for evaluating systems; and an introduction to the use of machine
learning methods on text collections. All the important ideas are explained using
examples and figures, making it perfect for introductory courses in information retrieval
for advanced undergraduates and graduate students in computer science. Based on
feedback from extensive classroom experience, the book has been carefully structured
in order to make teaching more natural and effective. Slides and additional exercises
(with solutions for lecturers) are also available through the book's supporting website to
help course instructors prepare their lectures.
Loved by instructors for its visual and flexible way to build computer skills, the
Illustrated Series is ideal for teaching Microsoft Office 2010 to both computer rookies
and hotshots. Each two-page spread focuses on a single skill, making information easy
to follow and absorb. Large, full-color illustrations represent how the students' screen
should look. Concise text introduces the basic principles of the lesson and integrates a
case study for further application.
Introduce your students to the latest that Microsoft Office has to offer with the new
generation of Shelly Cashman Series books! For the past three decades, the Shelly
Cashman Series has effectively introduced computer skills to millions of students. With
Microsoft Office 2013, we're continuing our history of innovation by enhancing our
proven pedagogy to reflect the learning styles of today's students. In this text you'll find
features that are specifically designed to engage students, improve retention, and
prepare them for future success. Our trademark step-by-step, screen-by-screen
approach now encourages students to expand their understanding of Microsoft Office
2013 software through experimentation, critical thought, and personalization. With
these enhancements and more, the Shelly Cashman Series continues to deliver the
most effective educational materials for you and your students. Important Notice: Media
content referenced within the product description or the product text may not be
available in the ebook version.
Presents a guide to Office Professional 2013, describing such tasks as creating
documents, spreadsheets, and slide presentations; managing email; and organizing
notes, covering the Microsoft programs Word, Excel, Access, OneNote, Publisher,
Outlook, and PowerPoint.
Experience learning made easy—and quickly teach yourself how to stay organized and
stay connected using Outlook 2013. With Step by Step, you set the pace—building and
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practicing the skills you need, just when you them! Includes downloadable practice files
and a companion eBook. Set up your email and social media accounts Send, search,
filter, and organize messages Manage one or more calendars, and share your schedule
Help protect your inbox and outbox Create and track tasks, to-do lists, and
appointments
Readers discover the latest advantages that Microsoft Excel has to offer with this new
book in the next generation of the Shelly Cashman Series. For three decades, the
Shelly Cashman Series has effectively introduced essential computer skills to millions
of learners. ENHANCED MICROSOFT EXCEL 2013: COMPREHENSIVE continues the
history of innovation with new features that accommodate a variety of learning styles.
Specially refined learning tools help improve retention and prepare readers for future
success. A step-by-step, screen-by-screen approach guides readers in expanding their
understanding of Excel through experimentation, critical thought, and personalization.
ENHANCED MICROSOFT EXCEL 2013: COMPREHENSIVE helps readers succeed
with today’s most effective educational approach. Important Notice: Media content
referenced within the product description or the product text may not be available in the
ebook version.
Describes the features of the software program, including writing formulas, presenting
data visually, linking worksheets, using PivotTables, and collaborating online.
ILLUSTRATED MICROSOFT OFFICE 365 & POWERPOINT 2016:
COMPREHENSIVE engages both computer rookies and hot shots as this edition
guides readers in mastering advanced Microsoft PowerPoint 2016 skills quickly and
efficiently. Praised for its concise, focused approach and user-friendly format, this book,
like all others in the Illustrated Series, incorporates a hallmark two-page layout that
allows readers to see an entire task in one view. Each presentation is easy to follow
with Learning Outcomes that outline the complete skills covered in each lesson and
larger full-color screens that reflect exactly what readers should see on their own
computers. Each module begins with a brief overview of the lesson’s principles and
introduces a case study for further application. Important Notice: Media content
referenced within the product description or the product text may not be available in the
ebook version.
Introduce your students to the new generation of Microsoft Office with the new
generation of Shelly Cashman Series books! For the past three decades, the Shelly
Cashman Series has effectively introduced computer skills to millions of students. With
Office 2013, we're continuing our history of innovation by enhancing our proven
pedagogy to reflect the learning styles of today's students In Microsoft Office 2007:
Introductory Concepts and Techniques, Premium Video Edition you'll find exciting
videos, which correlate to the Table of Contents and mirror the step-by-step pedagogy
of the Microsoft Office 2013 text to reinforce the skills taught in each chapter. Important
Notice: Media content referenced within the product description or the product text may
not be available in the ebook version.
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